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Examples of business documents

1 Collect at least one example of each type of business document. You should store all the original
documents with this list.

Name of document

Name of business

Purpose of document

Report

Memo

Letter

Invoice

Notice

Article

Email message

Webpage

Database report

Directory

2 Find examples of each of these in business documents.

Name of document

Name of business

Purpose of image

Graph or chart

Bitmap image

Vector image




Unit 8: Business applications

Writing business letters

Spot the mistakes in this business letter.

Kingsmond Kitchen Designs, High St, Kingsmond

MR TED SMITH
26 STATION ROAD
KINGSMOND

DEAR SIR OR MADAM

THANKS YOU FOR PURCHASING A NEW KITCHEN FROM US WE
HOPE YOU LIKE IT.

DO NOT HESITATE TO CONTACT US AGAIN IF YOU HAVE ANY
FERTHER REQUIREMENTS.

YOUR FRIENDS
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Adding inferest to a document

A menu is an important business document in a restaurant. In the UK a menu has to be displayed outside,
so the customer can form an impression of the food and the atmosphere before stepping inside.

Look at these four versions of the same menu. What impression does each one give? What elements in the
layout help to give that impression? Which do you prefer and why?

MENT

Srarvers i

Fotap of the day, with fresh rolls . Saup af the das, with ek el .95-
Tomate and mozearella salad . Tzt ged resarreity salad IEEE
Meddemanesn s ergine . Rhaslitersanimn gabmginn £, 2'5
Crab pate . {hab p.li 19, Eﬂ.
[vlaim comrser

Al served with a selectson of Eresh NI sersad with a salect frash

vegetables and your choice of potatoes i v=petables and your choice of potatoss .
Feppersd rang steak £5 05 . Feypertd runap skl %-_‘.'5.
Lamb shank wnih redomants EB 50 . Lanely phitmde wibh eearrnks ::E_-I:.

Chucken in cader sece £753 Chizkres. ba older snuae EI'-_EE.
Grlled |emen sols ER 25
SFULLER 1f Mg Bl = JS

Cagun salmon meaks E7.95
|'.HJ|.:H. LAl st ales E_'_!";flS
Spumach roulade ET 95 .
: i

MENU ! Starters
Soup af the diry, with feeah roll

ErTARTLRS Tormito and mozzgrelly mhd
Soup of the day, wilh fresh mlls £2.95
Tomato and mozzarells salad £2.85

Mpditarmnean aubarging £3.29

Crab pats 150
t Maln courses

Al mrend mib 5 srbecficn of Funh lu:_ﬁlbh'u 1%}
pistr o of potatoe

Mad e rnean du beigine
Cabpatd

MaiM COUREES

Al wpred wilh & asfselian of fresh vegelabies
BnEEIU B al potatoes: l'q"p:hed ta b ake k el

Peppered nimp steak 8 55 Larmbabgnk with redearg néa &R 5D
Lafnl shank with mdcurans L850 Chicken in elder @uee EF o5
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Chuckesn in oder sapoe LT a5 Grilled keran sale B35

Gelled lamon s 18,24 i e s e
Cajun salmen stse ks £7.95
Sy spanach oo &9

Spinach roulade £7.95
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Skills audit

Use this worksheet to check that you can use all these features in business software applications.

You do not have to be able to use all of them in any one application.

|l can ...

A Unit 8: Business applications

format text using bold, underline, italics, fonts

arrange text using indents, tabs and paragraphs

copy and move text and images

use shading, lines and borders

use bullet points

layout pages using page size, orientation and margins

use page numbering

use headers and footers

create columns

create and use a template

create a document with several pages

import files

merge documents

create tables

use basic formulae, including addition, subtraction, multiplication, division and average

format data as currency, integers and dates

produce a report from a database

create bitmapped images

create vector images

resize and rotate images

combine text, different sized images and shapes into single images

create a line graph

create a bar chart

create a pie chart

use labels and legends for charts
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Image checklist

For assessment you should create two bitmap and two vector images. These images may be included in the
documents that you also have to produce. Enter them in the first chart below.

The images you create should, between them, cover all the requirements listed in the assessment guidance
for this unit. The requirements marked with * in the second chart must be covered to achieve Distinction.

Worksheet 8e

Bitmap images

Vector images

Name of image

Software application used

Name of document where
image is located

Why this image is needed

Tick AT LEAST ONE of the boxes in each row

Includes text

Combines different sized
images

Combines different shapes

*Combines different colours

*Combines different shades

*Combines different patterns

*Combines different lines
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Document checklist

For assessment you should produce at least six documents. If you create more than six documents then use a second copy of this sheet.

The documents you create should, between them, cover all the requirements listed in the assessment guidance for this unit.
The requirements marked with * must be covered to achieve Distinction.

Name of document

Type of document

Main software application used

Other software applications used

Tick AT LEAST ONE of the boxes in each row

Charts or graphs

Create and use a template

Multi-paged

Combined text, number and graphics
(At least TWO documents)

*Produced from database

*Uses columns

L8
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